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M^OSAKSISI FQRs Director or central HFCRittiebc* 

3lfiW8d?: Iktconendatlon* to Froepective Seployera of Agency Pereooael 


1* This wemeroiiduia is for your information. 

2, Inquiries froa prospective ea^ioyers of prose. :t or form* Agency 
eaployee# are usually addressed to the Office of JPei-aoanei, although so m 
go directly to supervisor officials. Our replies are usually fairly brief, 
0»iBS to verification of employs*,! data* salary level, dates of aapl oy ment 
eith tie Agency — not under cover status, general ev&luat ? ozt# , e.g., 

’ resJfcfiafely satisfactory, ' 'entirely satisfactory, ' ‘ coo:^»rutive, ’ "reliable, ' 
etc, Mhee ^quested, we provide a swaeml Job title such as Administrative 
Assistant File Clera, Goaauxit cat ions Technician , Jaconosilcs ISeeeaxcher , etc . 
Sanaally we add a statement that oui files contain no derogatory information 
on the subject, these procedures are often heusdled by phone calls, especially 
whan the prospective employer has a local establishment . 


3* request, we provide a fairly complete eualyeis of work expert - 

«soe, with the assistance of the individual's former supervisors. JSvery 
effort is wade, within current security restriction* and advice, to answer 
such inquiries so that the Job prospects of a. former e^loyee are advanced 
aad are not damaged by our replies. When ouj replies are addressed to other 
security and defense organisation* of the Federal government they generally 
include wore detailed information with respect to Job experience, length of 
service with the Agency end performance evaluation. 

k. Any information inerted ia taken froa the official n*-r mnnn*i 
orda, which co ntain cover-security restrictions developed by the \ ™j 

ar Office of Security. For exauaa ia. gfail.o »*n ig- 1 ^ 

cover status, or when he resign*, the furnishes the Office 

of Personnel with the proper cover Inform cion tor period k f employment sine® 
the person first entered on duty with the Agency. Similarly, questionnaires 
requiring more extensive information oa work experience are completed with the 
assistance ©f, or by, the component to which the employee was formerly assigned. 
Hume replies are double-checked by & **»l«r Office of PersonoeX staff member 
so that sensitive information is not revealed, tima. a file indicates that a 
former employee was separated because of security considerations, the Office 
of dscurlty is consulted before the reply is prepared. 

>, For security reasons, we have considered it inadvisable to provide 
segMuratiug employees with general recneraendation letters, however, unsolicited 
reeawend&t tor* s are eeawiB asUy furnished to outstanding employees. Ary 
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Itessamteatioes to Prospectlvis teplo/ers of Agtewy IVersacee! 


period of OB^opaMit sbrosd, sealer sitter official or ace-offleiol cover, x* 
«o iaportant oo&slderstiao la prsperiag such letters atsce w* suet avoid 
roeogbislag such service as ClA unless Use letter can be classified, Sample*, 
of aucfe letters are attached. 

t. Me believe tter« are 4im&vsmte$m to a general practice of issuing 
re^osaeteatloob to eaplegrees lee* lag t fee %K»ey, leeladieg ties folloeia^s 

a. Jfot all mpioyer* are williag, to am eiteh staiemaste* Massy 
prefer to receive «n evatestioo directly fro® the fearmr «s®4oyer. 

b» Biie syotsac is sot very flexible for the *ga soay ehieh tees 
tei always tatead to treat la%uirie» from all prospective employers 
exactly tte mass. Vbr «nm9&o> e® teal to be a little sore prooieo 
with, ad rwwl atae laftemblea to, otter Federal a^pBusies 
Is tte security sod defease l anc tiooi*. 

c* It scold probably teca**e egsparest to mo eeflegrers that if 
a forsser mater of the Agency does sot have each a letter some derog* 
story i&iorafctien ©a his led to his reaovml or rest,imttes» 

afeswever, ve believe our present prooed harm arf^Jat be iaprwted by psrevi&lag 
simsasry reference iafiorsatioc as a steteard itass £*» all nparU of separation., 
sweh statesmts would be prepared with the assistance of the appropriate 
stuperviaor . 
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